








LET’S LEND A HAND .. . 
By 
YOUR GUEST EDITOR 


ELIZABETH GRIFFIN WOLFE, 
Rookwood Chapter, Cincinnati, Ohio 


There’s an old axiom that you don’t HAVE to 
be crazy to go into personnel work—but it helps 
a lot. I'm in personnel work. 


In my work I've watched for so long the con- 
trast between the professional woman and the fe- 
male job holder—and that's one of the reasons I'm 
grateful to National Secretaries Association for hav- 
ing gotten itself organized. Through our organiza- 
tion we have a wonderful opportunity to convert the 
female job holder into the professional woman by 
example, education and just plain interest. 

Most of us in NSA think of ourselves as pro- 
fessional women—and because we are trained to 
think along professional lines we perhaps expect 
too much of others, without stopping to realize 
that they may not have had the opportunity as 
yet to develop from female job holders into pro- 
fessional women. Perhaps they're young—perhaps 
they'd be eternally grateful if you'd spend a few 
minutes of your time coaching them. 

Haven't you noticed that in your own Chapter 
most of the work is done by a few members? Why? 
Obviously it’s because when there's a job to be 
done it’s turned over to the members who have 
done a good job on previous assignments. Why not 
put a few of the younger and more retiring members 
on these committees? Maybe they'll be scared to 
death, and maybe they won't open their mouths, 
and maybe they won't do too much work on that 
particular committee—but they will have had the 
opportunity to observe, to gain poise, to be ready 
to handle the next committee to which they're ap- 
pointed. 

We have won respect as individuals, as personali- 
ties, as a group to which any secretary can be 
PROUD to belong. Of course we must maintain 
our standards and keep our Association ever in 
the forefront as a goal to which qualified secre- 
taries aspire. But let's face it, girls—we're not, as 
individuals, getting any younger. We must, to pre- 
serve a vital balance, groom younger girls to carry 
on in our fine organization. 


(continued on page 12) 
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NOTICE 


Due to circumstances beyond our control 
we were compelled to combine the Novem- 
ber and December issues of The Secretary. 
This was necessitated because of the strike 
of the printers here in Kansas City. They 
have now, however, returned to work and 
we are hopeful there will be no delay on 
future issues. 
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“CALIFORNIA - - - 
WELCOMES YOU!” 


by Mildred Maehl 
Los Angeles Chapter 





It is with a great deal of pride 
that we learned we were awarded 
the honor of holding the 1948 Na- 
tional Convention of NSA. The key 
to the city is polished and we want 
everyone to use it. Follow the royal 
road to sunny Southern California— 
California the Golden, California the 
Glamourous, California the Spectacu- 
lar. From whatever part of the 
United States you come you will 
find that others have come from 
there before you, have liked our 
state and become Californians. 

We will make your stay a pleas- 
ant one, and as a preview of what 
is in store for you, here are some 
of the highlights you will see and 
enjoy. 

We offer you Olivera Street, a 
remnant of the sleepy pueblo that 
once was Los Angeles. Mexican ar- 
tisans ply their crafts as you watch, 
with products of their handiwork on 
sale in colorful booths. Sidewalk 
stalls vent delicious tacos, enchiladas 
and Mexican fried beans, prepared 
over braziers while you wait. The 
adobe house where General Fremont 
had his headquarters when California 
first became admitted to the Union 
stands in the middle of the block 
excellently preserved. 

New Chinatown and China City, a 
block away from Olivera Street, wil 
delight you with their Neon lit stores, 
smart cafes and exotic cocktail bars. 

Pershing Square is.a garden spot 
jn the heart of the city, where soap 
box orators speak their minds with- 
out heed to the weather. 

You’ll see Wilshire Boulevard and 
its miles of smart shops—Magnin’s, 
Saks-Fifth Avenue, Bullock’s Wil- 
shire, May Company Wilshire—and 
restaurants non pareil. 

You will like Radio City, where you 
may watch the broadcasts as they 
are put on the air. 
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You may ride up the steep, short 
Angel’s Flight in a cable car, the 
entire route of which is only one 
block, but almost vertical, from the 
bottom of Bunker Hill to its crest. 

You may attend Hollywood Bowl 
where in the huge outdoor amphi- 
theater 250,000 hear “Symphonies 
Under the Stars” each summer. 

Miles of beaches, ideal of swimming 
and sunning, will lure you. All can be 
reached on the street car in half an 
hour. 

Take in the Missions, by all means 
—century old structures built by 
Indian labor under the direction of 
the early Fathers. San Gabriel and 
San Fernando Missions are both with- 
in a few miles of Los Angeles. 

Clifton’s Cafeteria is a purely Los 
Angeles phenomena. Clifton’s at 
Broadway and Seventh is done in the 
rustic manner. You pass through 
dark, cool grottos to the steam 
tables, from which you may select 
your fare. “Dine Free Unless De- 
lighted” is their motto, and they 
really mean it. A waterfall and wish- 
ing well are featured on the main 
floor. An organist plays subdued din- 
ner music, accompanied by the trills 
of many canaries. 

Clifton’s on South Olive near Sixth 
is designed in the Hawaiian motif. 
The fronds of ceiling high palm trees 
are outlined in brilliantly hued Neon 
lights. Busses leave frequently from 
here for a free tour of the city’s 
many points of interest. 

Of course, we give you Hollywood, 
fabulous and exciting. Tours of the 
movie stars’ homes will intrigue you. 
We will do our best to get you into 
one of the movie studios for a tour 
of inspection, but we can’t promise 
this definitely yet, as gaining admis- 
sion to a studio is like piercing the 
Iron Curtain. Pause for a while at 
Hollywood and Vine and absorb some 
of the theatrical atmosphere. Extras 
in makeup and costume and just 
plain citizens pass by, but everyone 
attired in sport clothes, and dark 
glasses are de riguer. 

Schwab’s Pharmacy at Sunset 
Blvd. and Laurel Canyon. is the poor 
man’s Trocadero. Here you may sip 
coffee for 10 cents and probably see 
more celebrities than anywhere else 
in town. While we can’t guarantee 
you a date with Clark Gable or Jim- 
my Stewart as mentioned in the Oc- 
tober issue of The Secretary, Mr. 
Schwab told this reporter he would 
gladly introduce us to all the celebri- 
ties who happen to be there at the 
time of your visit. 


But more than all of these attrac- 
tions, we offer you our sincere hos- 
pitality, and from the bottom of our 
hearts we say, “CALIFORNIA WEL- 
COMES YOU.” 


CERTIFICATION OF 
SECRETARIES 


Cc. P. S. STANDARDS 
by 
Frank T. Stockton 
Dean, University Extension 
University of Kansas 


In any program relating to the cer- 
tification of secretaries there are 
several problems that must be met 
and solved. In the first place there 
is the question, “Who is eligible to 
become a candidate for certifica- 
tion?” How much formal education 
should be required? Shall it be only 
high school graduation or something 
additional? How much experience? 
Shall it be one year, three years, or 
five years? Would it be advisable to 
lower the experience requirement 
when the candidate is a junior col- 
lege or university graduate, after 
the pattern found in some civil service 
eligibility regulations? Personally, I 
believe this is a good plan. 

Next we come to the qualifying ex- 
aminations. To become a Chartered 
Life Underwriter a candidate must 
pass an examination consisting of 
five parts. The examination for Cer- 
tified Professional Secretary could 
have four such parts, as follows: 

Part I. Shorthand or stenotypy, 
typewriting, transcription. 

Part II. Business letter writing, 
grammar, spelling, punctuation, syl- 
labification, vocabulary. 

Part II. Business mathematics, of- 
fice accounts, filing, office machines. 

Part IV. General knowledge, includ- 
ing current events; office procedures, 
and business organization; reference 
materials and handbooks. 

This listing is a provisional one. 
Many more subjects could be sug- 
gested. The one thing which is im- 
portant is that the examinations 
cover those fields in which all kinds 
of secretaries should show a high 
degree of proficiency. It is obviously 
impossible to prepare examinations 
which will cover the special knowl- 
edge required of secretaries in such 
fields as banking, insurance, medi- 
cine, the pharmaceutical industries, 
and petroleum refining. In all these 
lines, and in many others, familiarity 
with technical terms is_ essential. 


(continued on page 12) 
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CHAPTER HIGHLIGHTS 


JACKSON, MISSISSIPPI: The 
“Good Neighbor Policy” is spreading. 
Vicksburg recently visited Jackson. 
Hon. Forrest Jackson, candidate for 
U. S. Senator (the guest speaker) 
gave his views on “A Good Secre- 
tary From a Man’s Viewpoint.” 

ERIE, PENNSYLVANIA: Contri- 
butions to the Spastic Clinic Philan- 
thropy came “easy as pie.” Some 
member designed an apron with a 
pocket for each member to be filled 
with as much ready cash as she 
could spare for this most worthy 
cause. Clever! 

MANHATTAN, KANSAS: “Good 
Grooming for Secretaries’—was the 
subject of a talk by Miss Emma 
Johnson, owner of a beauty shop. 
Enjoy it? Of course—for what girl 
can know too much about how to 
look beautiful? 

AMARILLO, TEXAS: This group 
is really getting ‘educated.’ Mr. John 
Crudington, County Auditor of Pot- 
ter County, Texas spoke at one of 
their recent meetings on “Geography 
and World Peace.” 

DULUTH, MINNESOTA: To com- 
memorate their first birthday mem- 
bers wore hats made of paper plates. 
Winner of the prize was Ruth Thor- 
sen—her hat represented a birthday 
cake with a lighted candle on top. 
Was there a fire extinguisher near? 

EVANSTON, ILLINOIS: Whoever 
designed your cover certainly did a 
clever job. Its one of the most origi- 
nal we have seen. 

CUYAHOGA FALLS, OHIO: A 
recent guest speaker at their meet- 
ing was Dr. Rex Wilson, Medical 
Director of the B. F. Goodrich Com- 
pany. His subject—‘“Keeping Fit.” 
We expect a healthy group of mem- 
bers in this chapter. 

WICHITA, KANSAS: NSA’ers are 
versatile. We know, for this chapter 
has an artist who sketched the of- 
ficers. Very good likenesses, too. 

OLYMPIA, WASHINGTON: High- 
lighting their October business meet- 
ing was a talk on “Requirements of 
a Legal Secretary” by Smithmoore 
P. Myers, Assistant Attorney General. 

GRAND RAPIDS, MICHIGAN: If 
you are having trouble finding a 
name for your bulletin, have a con- 
test! Some lucky girl is going to be 
a happy person when she wins those 
“extra special” prizes. 

KANSAS CITY, MISSOURI: 
“Heart of America” chapter is 
boasting about its successful Boss 
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Hither - Thither & Yon 


Night dinner. Hear tell our Nat’l. 
Executive Sec. came forth with a 
“Toast to the Men,” and that our 
Nat’l. Treasurer’s “boss,” I. Frank 
Rope, responded in his usual jovial 
manner. Sounds like a put-up job. 
Oh, yes, an orchid was awarded to 
the girl with the most attractive 
hat. 

BUFFALO, NEW YORK: Want to 
get the latest dope on the market, 
girls?. This group got it first hand 
from Mr. Hugh Johnson of the firm 
of Geo. D. B. Bonbright & Company, 
who explained Wall Street operations. 

BOISE, IDAHO: Who’s DOOZR- 
DOO? Your “Idaho’s Tater” is very 
newsy and we really learned a few 
things about you. Tell us more! 

LAKE CHARLES, LOUISIANA: 
The cool quiet of Calcasieu River, 
its rolling bank lined with moss- 
hung trees, was the setting of this 
chapter’s recent meeting. And the 
food—simply delicious. Invite us 
down sometime. 

FLINT, MICHIGAN: Extra special 
recognition to this chapter. They are 
sponsoring an Associated Concert 
Series, given in cooperation with the 
Associated Concert Bureau of New 
York City. This Bureau, you know, 
is devoted to the interests of young 
artists, to the discovery of American 
talent and to the furtherance of 
music in America. Orchids to you in 
sponsoring such a worthy project. 
And whats more, the profits realized 
from these concerts will be used for 
civic projects. Take a bow! 

RAPID CITY, SOUTH DAKOTA: 
Hot off the press—“Rapid Scrib- 
blers.” Its chock-full of news and 
contains some very good articles. 
Yours is a splendid beginning. 

OMAHA, NEBRASKA: Lets hear 
more about your hat-making class, 
and the finished product. Understand 
their Bowling Team is becoming 
quite adept at picking up “splits.” 

MILWAUKEE, WISCONSIN: “Fall 
Fashions for the Secretary,” com- 
plete with sketches, was a feature 
of their bulletin. Who isn’t talking 
about fashions these days. 

LARAMIE, WYOMING: Your 
“Summit Scoops” is very bright and 
gay. May we quote your Birth An- 
nouneement: “Our La Ramee Chap- 
ter of NSA was born August 13, 
1947. It weighed in with 21 Charter 
members. Guardians—the National 
Headquarters—report baby is pro- 
gressing beyond expectations!” 


KANSAS City, MISSOURI: 
“Rainbow”’—we just must compli- 
ment you upon your very attractive 
bulletin covers. And the news—who 
are your reporters? 

YOUNGSTOWN, OHIO: Really en- 
joyed reading your “YO-MAH-O 
Chapter Reminisces.” Very clever 
indeed. 

SIOUX FALLS, SOUTH DA- 
KOTA: They picnicked recently at 
Yankton with NSA’ers. Though the 
weatherman played pranks, it didn’t 
stop the festivities one bit. Gerda 
Madsen’s house was a _ wonderful 
shelter. 

SAN ANTONIO, TEXAS: Con- 
gratulations on your membership 
drive. Six new members in one week. 
Good work—keep it up. 

WASHINGTON, D. C.: Our Na- 
tional Capitol chapter is really forg- 
ing to the front lately. And your 
“Prexy Press” improves with each 
issue. We expect big things from 
you “Presidential.” 

CAPE GIRARDEAU, MISSOURI: 
Congratulations on your initial issue 
of “Mississippi Murmurs.” 

BURBANK, CALIFORNIA: A 
special treat was in store for these 
members at one of their recent meet- 
ings, when Mrs. Grace Lovejoy, well- 
known Burbank pianist, and piano 
and violin teacher entertained this 
group. 

WHEELING, WEST VIRGINIA: 
Want to have a really enjoyable 
evening? Plan for an Anniversary 
Dance. These girls say theirs was a 
gala affair—and we bet they made 
a little money, too. 

NATIONAL HEADQUARTERS: 
Being a judge is really fun. Your 
Executive Secretary was recently 
invited to assist in selecting the 
IDEAL SECRETARY of Kansas 
City, sponsored by the local Adver- 
tising & Sales Executives Club. 

HARTFORD, CONNECTICUT: 
The “Thomas Hooker Chapter’ in- 
troduces their bulletin, ‘‘The Grape- 
vine.” Your cover page is really out- 
standing. 

ASHEVILLE, NORTH CARO- 
LINA: Hear tell they are planning a 
very entertaining meeting next 
month. Come on girls, give! 

CORPUS CHRISTI, TEXAS: Con- 
grats to “Pen Points.” Why don’t 
you pass on your “Tips for a Good 
Secretary?” Very worthwhile read- 
ing. 
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WE WELCOME 

BILLINGS, MONTANA: Installed 
October 17, 1947, by registrar Joan 
Thomas. Officers: Marjorie Orner, 
president; Doris Schleining, vice-pres- 
ident; Betty Baltrusch, corresponding 
secretary; Tessie Reich, recording 
secretary; Ardis Kinney, treasurer. 


LANCASTER, PENNSYLVANIA: 
Installed October 24, 1947, by regis- 
trars Dorothy MacPhee and Jessie 
Gilliam. Officers: Mrs. Catherine A. 
Baltasser, president; Mrs. Ruth K. 
Frantz, vice-president; Janet C. Es- 
cott, corresponding secretary; Mrs. 
Jennie W. Barton, recording secre- 
tary; Katherine E. Vindemore, treas- 
urer. 


LEWISTON, IDAHO: Installed Oc- 
tober 23, 1947, by registrar Claudia 
Smith. Officers: Mrs. Maxine O’Neal, 
president; Mrs. Mary H. Remer, vice- 
president; Emma J. Golano, corre- 
sponding secretary; Mrs. Georgine 
Lasker, recording secretary; Hileen 
Petty, treasurer. 


NIAGARA FALLS, NEW YORK: 
Installed October 15, 1947, by regis- 
traar Hazel Campbell. Officers: Mrs. 
Loretto Dolan, president; Mrs. Julia 
Ross, vice-president; Mrs. Mitzi Hub- 
ble, corresponding secretary; T. Bar- 
bara Lanigan, recording secretary; 
Mrs. Alice P. McRobert, treasurer. 


WENATCHEE, WASHINGTON: 
Installed October 17, 1947, by regis- 
trar Jean J. Ward. Officers: Mrs. 
Frances Malone, president; Mrs. 
Martha Campbell, vice-president; Mrs. 
Frances Rodenbaugh, corresponding 
secretary; Beverly Jane Kellogg, re- 
cording secretary; Marie Kaiser, 
treasurer. 


COEUR d’ALENE, IDAHO: In- 
stalled November 13, 1947, by reg- 
istrar Claudia Smith. Officers: Ruby 
A. McArthur, president; Harriet 
Anderson, vice-president; Mrs. Sue 
M. Edlund, corresponding secretary; 
Mrs. Minnie K. Bradley, recording 
secretary; Mrs. Emma L. Frisch, 
treasurer. 


ALBANY, NEW YORK: Installed 
November 14, 1947, by registrar 
Hazel Campbell. Officers: K. Jane 
Brown, president; R. Marguerite 
Hanratta, vice-president; Elaine La- 
Vigne, corresponding secretary; Mrs. 
Marie N. Gorgas, recording secre- 
tary; Mrs. Ruth D. Morse, treasurer. 


YORK, PENNSYLVANIA: Instal- 
led November 14, 1947, by registrars 
Dorothy MacPhee and Grace Whit- 
esel. Officers: Mrs. Ethel K. Cathell, 


5 


president; A. Jane Schellhaas, vice- 
president; Erma B. Quigley, corre- 
sponding secretary; Josephine Spang- 
ler, recording secretary; Mrs. Evelyn 
D. Bortner, treasurer. 

NEW HAVEN, CONNECTICUT: 
Installed November 16, 1947, by reg- 
istrar Florence Graddy.- Officers: 
Kathleen H. Denvir, president; Mrs. 
David A. North, vice-president; Ann 
M. McFarland, corresponding secre- 
tary; Louise Ann Weber, recording 
secretary; Edna May Collier, treas- 
urer. 


HAGERSTOWN, MARYLAND: In- 
stalled November 19, 1947, by reg- 
istrar Jessie Gilliam. Officers: Mrs. 
Frances L. Dunlap, president; Mar- 
garet N. Snyder, vice-president; Marie 
Whitcraft, corresponding secretary; 
Mrs. Harriet A. Pope, recording sec- 
retary; Edna Lehman, treasurer. 





IDEAL SECRETARY 


I—is for Industrious, Initiative and 
Interest 

D—is for Dependability and Diligence 

E—is for Efficiency in everything 
she does 

A—is for Accuracy - work that’s 
“A” plus 

L—is for Loyalty shown in every way 


S—is her Sincerity expressed every 
day 

E—is her Enthusiasm she possesses 

C—is her Cooperativeness and Court- 
esy she stresses 

R—is for Reliance - in her you can 
trust 

E—is her Effort and Eagerness 

T—is her Tactfulness and Tolerance 
towards all 

A—is her Attention in things, big or 
small 

R—is the way she handles Responsi- 
bility 

Y—is her Yearning to prove her 
ability. 
Put them together “IDEAL SEC- 
RETARY” they spell—And this 
is our Message—-N.S.A. want to 
tell. 

—Betty Georgiadis 
Codi Chapter 
Canton, Ohio 


Yuletide 
Greetings 


HOW TO MAKE YOUR 
CHAPTER SUCCESSFUL 


by Clara B. Krueger, 
National Executive Secretary 


1. Draft a set of By-Laws. 


2. Outline your program for the 
Calendar year. 


3. Vary your programs: 
a. Outstanding speakers 
b. Special music 
c. Lectures on proper office 
technique, coiffure, attire, 
telephone technique, etc. 
d. Book reviews 
e. Civic affairs 
f. Travel tours and movies 
g. Theatre parties 
h. Pot Luck suppers 
j. Arrange meetings with 

near-by chapters. 


4. Enter into Civic activities. 


5. Sponsor projects for good of 
community, even if in a small 
way or join in with other orga- 
nizations. 


6. Sponsor projects to enrich your 
local treasury. 


Budget your local funds to en- 
able you to send a delegate to 
the annual national convention. 


= 


. Establish an educational pro- 

gram in your own Chapter: 

a. Vocabulary building 

b. Three to five minute talks by 
members on suggested topics 

c. Open forum discussion on 
usage of new and current 
words, phrases, letter forms, 
etc. 

d. Spell downs on ‘tough’ words 

e. Public speaking 

f. Self-improvement 

g. Personality development 

h. 

4. 


oe 


Parliamentary Law 
Techniques of a_ successful 
secretary. 


9. Make your activities outstand- 
ing. Be recognized in your com- 
munity. 


10. Assist in elevating the stand- 
ards of the Secretarial profes- 
sion, locally and nationally. 


(Reprinted by popular request of 
the membership.) 
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PARLIAMENTARY LAW 
AND RULES OF ORDER 


By Frances Thompson, 
National Parliamentarian 


ORGANIZATION AND MEETINGS 

Before a society or association may 
function properly, it must be orga- 
nized, and a meeting must be called 
to take the necessary action for the 
organization of the group. Before 
calling such a meeting, certain pre- 
liminary steps should be taken: Those 
who are responsible for the call 
should consult together and agree 
upon the place and time of the meet- 
ing, how the notice shall be given, 
who shall call the meeting to order 
and nominate the chairman, who 
shall explain the object of the meet- 
ing. 

First Meeting: When the meeting 
has assembled, pursuant to the no- 
tice given, the one chosen for the 
purpose steps to the front and says: 
“The meeting will please come to 
order.” And he may then either nomi- 
nate a certain person to act as chair- 
man of the meeting, or may call 
for nominations. When the nomina- 
tion, however made, has been sec- 
onded, the question is then put to a 
vote, and if a majority vote is in 
the affirmative, the elected chair- 
man takes the chair. He then says: 
“The first business in order is the 
election of a secretary. Will some 
one nominate a secretary?” After 
nomination and vote, the elected sec- 
retary is instructed by the chairman 
to take his place at the desk, where- 
upon the secretary takes his seat 
near the chairman and proceeds to 
keep a record of the proceedings. 

After the secretary is elected, the 
chairman calls on the member who 
is most interested in forming the 
association or chapter to state the 
object of the meeting. When the mem- 
ber rises he says, “Mr. Chairman,” the 
chairman then announces his name, 
whereupon the member proceeds to 
state the object of the meeting. The 
meeting may then be open for dis- 
cussion by the chairman’s calling on 
other members to give their opin- 
ions on the subject. When a suffi- 
cient time has been spent in this 
informal way, some one should offer 
a resolution so that definite action 
can be taken. The resolution might 
be in form similar to this: “Resolved, 
That it is the sense of this meeting 
that the Blank Chapter of the Na- 
tional Secretaries Association now be 
formed in this city.” Such a resolu- 
tion, when seconded and stated by 
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the chair, is open to debate and 
amendment. After this preliminary 
motion has ‘been voted on, a motion 
such as this may be offered: “I move 
that a committee (of whatever num- 
ber seems desirable) be appointed by 
the chair to draft a constitution and 
by-laws, and that it report at an ad- 
journed meeting of this assembly.” 
This motion can be amended and is 
debatable. 

When this motion is voted on and 
carried, and the committee has been 
appointed, the chairman may inquire 
whether there is any other business, 
and when any such business is finish- 
ed, a motion may be made to adjourn 
to meet at a certain place and time. 
This type of motion may be debated 
and amended. It is usually better to 
fix the time of the next meeting at 
an earlier stage of the meeting, and 
then, when it is desirea to close the 
meeting, move simply “to adjourn” 
which cannot be amended or debated. 
When this motion is carried, the 
chairman says, “This meeting stands 
adjourned to meet at (time and 
place).” 


WORLD’S CHAMPION 
TYPIST 


Miss Stella Pajunas of Cleveland, 
Ohio is the title holder of four typing 
contests. Using a standard IBM 
Electric Typewriter, she accomplished 
this feat at the 10th Annual Inter- 
national Commercial Schools Con- 
test in Chicago in June, 1946. 

With a record of 140 net five- 
stroke words per minute, Miss Pa- 
junas won the World’s Professional, 
Women’s Professional and Amateur 
Championships. She also won the 
Novice Championship, setting a new 
world’s record for the event of 137 
net five-stroke words per minute. 

This was the first time in the his- 
tory of typing contests that all four 
championships were won by the same 
contestant. 


“SPEEDERASER” 


Do you, the secretary, turn out 
perfect work with no smudges, no 
eraser marks? You can! Now you 
may have a typewriter eraser that 
does an almost invisible erasing job 
and does it automatically. It’s the 
new Speed-Eraser. This is a product 
needed by secretaries, stenographers, 
typists and all who use a typewriter, 
and take pride in their work. Turn 
to page 13, this issue, for further 
details. 


LONG SKIRTS? 
SECRETARIES SAY “NO!” 
by Helen G. Kane 


Past Southeastern Vice President 
Wheeling, West Virginia. 


The so-called “white collar girls” 
are apparently no longer willing to 
sit by with folded hands while fash- 
ion designers dictate styles which 
prove to be nothing more than a 
handicap. These keepers of the key- 
board are fast becoming a belliger- 
ent lot and threaten to burst the 
bubbles being blown by designers 
and style setters. 

The secretaries, so highly regard- 
ed for their conservative and econo- 
mic thinking, have faced the long 
skirt trend with their usual practi- 
cal attitude. They have every desire 
to be up to the minute in fashion 
but must consider a drastic change 
in wardrobe as seriously as they 
would consider a change in employ- 
ment. 

A recent survey among National 
Secretaries Association leaders in all 
parts of the United States reveals 
an astounding opposition to the long 
skirt promoters. The secretaries are 
agreed that the length of skirts 
should come down one or two inches 
below the knee, but vigorously op- 
pose the calf and ankle lengths 
being thrust upon them. 

They oppose the idea for a num- 
ber of reasons, the foremost being 
the financial strain on their modest 
salaries in replacing a wardrobe of 
the present styles with the longer. 
The abundance of clothing since the 
war years has enabled these women 
to replenish their needs—but at 
doubled and often tripled prices. It is 
a well known fact that suits, dresses 
and coats purchased during the past 
five or six years are almost devoid 
of generous seams and hemlines, 
thus allowing only an inch or two if 
lowered. In these days of inflated 
prices, it is to be remembered that 
the wages of the secretaries and of- 
fice workers generally have not in- 
creased as rapidly as others, if at 
all. The secretary, then, has been 
and will continue to be squeezed by 
the high cost of living. Is it logical 
to assume that these women, relied 
upon to follow style changes, are in 
a financial position to purchase en- 
tirely new wardrobes? 

The second most popular objec- 
tion brought out by the secretaries 


(continued on page 12) 























YOUR PERSONALITY 


Vocabulary—Your Expression...... 
By H. Robinson Shipherd, Ph. D., Litt. D. 


Have you the words to express 
your ideas? Are they ready for use, 
on the tip of your tongue? Do you 
know their meanings, so you can use 
them accurately and expressively? 

Don’t let your familiarity with this 
idea fool you into thinking that it’s 
unimportant. Words are your most 
essential tools, in doing all your 
business with everybody. Words come 
tirst—even in your thinking: all your 
plans and hopes, all organization, 
all your other tools and instruments, 
depend on your use of words. Re- 
member Helen Keller’s helplessness 
until she got some words and learned 
how to use them. 

And the words you use, and the 
way you use them, show everybody 
what you are. When you speak, you 
tell us. Your boss knows, your fellow- 
workers know, everyone you tele- 
phone and write; even the waitresses 
and store clerks who serve you. Prob- 
ably they can’t explain how they 
know you; but if you’ve talked to 
them, they’ve got your number. 

First, have you enough words? 
The schoolboy tries to rub along 
with “swell” for everything he likes 
and “lousy” for everything he doesn’t; 
but he quickly finds he can’t do busi- 
ness with any such beggarly stock. 
How does he go about enlarging it? 
He takes a word at a time from his 
large supply of book-words (which 
he understands but doesn’t use), and 
works it in among his speech-words. 
This is what you have done, and are 
continuing to do, to increase your 
stock. You know lots of words you 
don’t use; but these are only half 
yours until you get to using them. 

“Contact!” Right here hunt up a 
copy of G. H. Palmer’s Self-Cultiva- 
tion in English; read it; and then 
begin making a special list of your 
favorite book-words that you’d like 
to have among your speech-words. 
And start today getting them into 
use! Perhaps neat, crisp words like 
“astute,” “adept,” “inane,” ‘deft,’ 
“yonder,” “unique,” ‘zest,’ ‘quite,’ 
and so on, or compactly descriptive 
ones like “clockwise,” “centrifugal,” 
“centripetal,” “gullible,” ‘avocation.” 

Second, do you use your words 
accurately? So many uneducated 
people use our language, that there 
are a good many unaccepted words 
under foot—to be let alone by all 
of us who have business with edu- 
cated people. Such expressions as 
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“enthuse,” “disremember,” “lengthy,” 
“firstly,” “some” (as a noun), “hu- 
man” (as a noun), “reverend” (as 
a noun), “invite” (as a noun), “con- 
tact” (as a verb), “gesture” (as a 
verb), and so on. The use of such 
expressions belongs to those who say, 
“Ain’t nature grand!” 

You make (you hope) accurate 
distinction between “aggravate” and 
“provoke,” between “fewer” and 
“Jess,” “house” and “home,” “ill” and 
“sick,” “continual” and “continuous,” 
“aware” and “conscious,” “ago” and 
“before,” “let” and “leave,” “sit” and 
“set,” “shall” and “will,” “verse” and 
“stanza,” “oral” and “verbal’—and 
all the others that careless people 
throw about in the general direction 
of what they are trying to say. But 
do you, really? 

“Contact!” Now start making your 
private list of your own words you 
are perhaps careless with—not quite 
sure of; and begin looking into them 
suspiciously, to make sure exactly 
what they mean and where they fit. 
Don’t grudge spending time on them; 
they’re to be your daily tools for a 
lifetime; you can carve your way 
to success with them if you make the 
best use of them. 

Third, do you keep your language 
strong and sinewy by using one firm 
word instead of doubling up and re- 
peating ? Only those who don’t know 
the meaning of their words use such 
expressions as ‘‘inclosed herewith,” 
‘in a business way,” “I personally,” 
“more preferable,” “connect together,” 
“final outcome,” “later on,” “divide 
up,” “necessary requirement,” “free 
gratis,” “equally as,” “oftentimes,” 
“refer back,” “total abstinence,” 
“each and every,” “absolutely per- 
fect,” and so on. This stupid repeti- 
tion doesn’t strengthen your state- 
ment—it actually weakens the words 
in it. 

“Contact!” Begin now making a 
list of all such repetitive phrases you 
see and hear—your own and other 
people’s; until they jar you so that 
you couldn’t be hired to use any of 
them. 

Fourth, do you sometimes, when 
you want to be impressive, let your- 
self use “highfalutin” language— 
“seven dollar” words? Like the high- 
collared parson who “accosted” a 
laborer with “I perceive you are ex- 
cavating a subterranean channel.” 
“No, sir, I’m diggin’ a ditch.” 


Perhaps you speak of “financial 
circumstances” when you mean “lack 
of money,” or use “sufficient” for 
“enough,” or “peruse” for “read,” or 
“intoxicated,” or “under the influ- 
ence” for “drunk,” or “remuneration” 
for “pay,” or “countenance” or 
“physiognomy” for “face,” or “pass- 
ed away” or “gone to the great be- 
yond” for “died.” 

Such strutting in speech (Mark 
Twain called it “a verbal cake-walk’’) 
always will make you a laughing 
stock among the kind of people 
whose opinion you value. Shake- 
speare’s Falstaff gave the best ad- 
vice on this to the bombastic Pistol: 
“If thou hast tidings to deliver, 
prithee deliver them like a person of 
this world.” 

A particular warning belongs here 
to all writers of business letters. 
Such ridiculous expressions as “Yours 
15th received, contents noted,” “Will 
ship same in due time,” “Beg to 
reply,” “Kindly advise,” “Your favor 
of the eighth to hand,” “Would 
further state,” “In re to your state- 
ment of even date,” and so on ad 
nauseam, are inexcusable in any hu- 
man language—because they belong 
in no spoken language on earth. 
Their stilted unnaturalness is literally 
nauseating to all who have an ap- 
preciation of expressive English. As 
Hamlet advised the players, “Pray 
you, avoid it!” The universal rule is, 
“Write as you speak—provided you 
speak well.” . 

“Contact!” Here you'll get keen 
pleasure, as you collect from all 
sources these stiff, bookish, unnatural 
expressions, in translating each one 
into its simple, natural meaning. This 
translating is the most important 
part of your list! 





YOUR PERSONALITY SPEAKS. 
Words are your most precious instru- 
ments for getting people to like you 
and do what you want them to do. 
Your use of words show what you 
are and who you are. “Speak to me 
—about anything—and I shall know 
you.” A person having a good vocabu- 
lary, and the ability to use that vo- 
cabulary correctly and expressively, 
is accepted everywhere as an edu- 
cated person. 


Merry 


Christmas 
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| PICTURE 
PARADE 


Asove—NSA style show, sponsored by 
Altoona, Pennsylvania chapter. 
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Richt—Insfallation of new officers, Bur- . ‘ 
bank, California. C3 a* 





BeLtow—Group picture of recent meeting 
of Decatur, Illinois. Guest speaker, Senator 
W. Lawrence Rofz. 


Asove—lInsfallation of new oficers, Eau 


Claire, Wisconsin. j j 


CENTER—NSA float of “La Ramee’ Chap- { 
ter, Laramie, Wyoming, entered in the i j 
University of Wyoming Homecoming Pa- 

rade on October 18, 1947. 


Lert—Boss Night Dinner, “Heart of 
America” Chapter, Kansas City, Missouri. 











Sousons Greetings 


CHRISTMAS BELLS 
I heard the bells on Christmas Day 
Their old familiar carols play, 
And wild and sweet 
The words repeat 
Of peace on earth, good-will to men! 


And in despair I bowed my head: 
“There is no peace on earth,” I said; 
For hate is strong, 
And mocks the song 
Of peace on earth, good-will to men! 


Then pealed the bells more loud and 
deep: 
“God is not dead: nor doth He sleep!” 
The Wrong shall fail, 
The Right prevail, 
With peace on earth, good-will to 


men! 
—Longfellow 


Christmas through the Ages comes 
to sweep our selfishness from our 
hearts and to point our thoughts to 
others. Christmas Day is a day for 
rejoicing, for friendliness, for hope, 
for confidence and clamness. 

May the Christmas message be the 
prayer of every NSA girl and may 
each one of us be determined to do 
our full share toward banishing the 
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present “mists” of confusion and un- 
certainty in our daily living. 
“Friendship is a blessed ship 
That’s full of peace and love, 
And carries sunshine ev’rywhere 
From God’s own bless’d above, 
And makes the world a better place- 


E’en more like heaven sweet 
And helps to smooth the pathway 
out 


For weary pilgrims’ feet.” 


With a genuine appreciation of the 
opportunity NSA has afforded me 
for pleasant association with other 
secretaries along NSA way, I extend 
to you my best wishes for a MERRY 
CHRISTMAS and a HAPPY NEW 
YEAR. 

Irene Gadelman 
National President 





“Peace on Earth-Good Will to 
Men.” To you I extend my best 
wishes for a Very Merry Merry 
Christmas and a Prosperous New 
Year. 

Constance Kidd 
Southeasstern Vice President 





I 
heard the 
other day of a 
company which has 
a large Chinese 
bell to ring if 
an em- ployee 
does something 
outstanding. 
When this happens 
the president steps out 
of his office to strike the 
bell. It is thought to be a 
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It is my sincere wish that this 
Christmas Season may be a joyous 
and happy one for each and every 
member of N.S.A., and that we may 
all look forward together to a bright 
and Happy New Year. 

Karn Marie Hansen 
Northwestern Vice President 





At Christmas—and always—I wish 
for each of you good health, good 
cheer, good friends. 

Dorothy Henderson 
National Treasurer 





May your Christmas be Bright and 
Cheery—and may the New Year ful- 
fill all your hopes and desires. 

Margaret O. Dewyr 
Northeastern Vice President 





To you I send my Best Wishes for 
a most enjoyable Holiday Season, and 
may the New Year bring you much 
Joy and Happiness. 

Phama A. Martin 
National Secretary 





May Joy and Happiness surround 
you at this Christmas Season and 
may the New Year fulfill all your 
wishes. 

Charlotte Allbert 
Southwestern Vice President 





great honor when employees are rec- 
ognized by the bell. So at this time of 
the year when we are all made mellow by the 
Christmas spirit, the thought came to me that 
we too should have a bell ... one to ring in rec- 
ognition of our members who have, throughout the 
year, assisted in the growth of our association. 
That we are all, members and workers, vital parts 
of a great service organization which could not en- 
dure without mutual cooperation and eternal enthusiasm, 
is not questioned. The successful operation of our 
association and the benefits which you have received, 
are the direct result of our unity of purpose. So I 
send you this association bell and strike it with the 
sincere hope that in the home of every member great 
Christmas joy will prevail. And to you and yours, for 
the New Year, I wish the very best that life may have 
to 
give 
day by 
day! , 
Clara B. Krueger, 
Executive Secretary 
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BETTER SPEECH 
Words Commonly Misspelled 


The peculiarity about the words 
in this group is that one letter is 
often substituted for another, like 
definate for definite; or letters are 
inserted which do not belong in the 
word, like atheletic for athletic; or 
the letters are transposed, like buis- 
ness for business. 

Note carefully the “catch” in each 
word, and study it so as to be able 
to avoid it when writing. 

acquit - ac-quit’. (Do not omit the 
ec.) To free from an accusation or 
charge. As no evidence was produced 
against the accused, his attorney 
asked the judge to acquit him. Note 
the double t in derivatives, like ac- 
quitted, acquittal, etc. 

analysis - an-al’-y-sis. (Note the y 
before the s.) The resolution of a 
thing into its component parts. The 
analysis of the blood showed the 
physician the cause of the disease. 
Also in analytical, the y before t. 

benighted - be-night’-ed. (No k.) 
Ignorant, or in mental darkness. 
Heathen nations are often referred 
to as benighted. Do not confuse with 
knighted. 

bivouacked - biv’ouacked.. (Note 
the k in the past participle of biv- 
ouac biv-wak.) Temporarily encamp- 
ed. The army hastily bivouacked 
while awaiting the attack of the en- 
emy. Compare with physicked, pic- 
nicked, trafficked, etc. 

cannot - can’-not. Do not make 
two words of this word. Write the 
two syllables together, without a 
break or hyphen. 

column - col’-umn. (Do not forget 
the mn at the end.) A section of a 
page in a newspaper or magazine. 
The first page of the newspaper 
was divided into eight columns. (Note 
the difference in the spelling and 
pronunciation of volume.) 

definite - def’-i’nite. (Spell this 
word -nite, not -nate.) Certain, clear. 
If you will make your statements 
definite, I shall probably be able to 
agree to what you wish me to do. 

loneliness - lone’-li-ness. (Never 
omit the e before the -li.) A feeling 
of sadness from being alone. It is 
possible to be alone without being 
overcome by loneliness. 

magnanimity - mag-na-nim’-i-ty. 
(Five syllables.) Generosity, nobility. 
By his magnanimity he overcame 
the distrust of his foes. (See mag- 
nanimous, the i before the -mous.) 
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mimicked - mim’-icked. (Note the 
extra k in mimicked; also in mim- 
icking, but not in mimicry.) The boys 
followed the man, and mimicked his 
every step and gesture. (Compare 
with physicked, picnicked, traffick- 
ed, etc.) 

niche. One syllable. (No t.) a hol- 
low or recess. The bird had built its 
nest in a niche in the wall. 

O.K.’d, O.K’s; never O-kehd, or 
O-kays. 

oneness - one’-ness. (Note the 
two ne’s.) Unity. Their oneness of 
purpose was very remarkable. (Com- 
pare with fineness.) 

paraphernalia - par-a-pher-na’-li-a. 
(para-, not pari-. Note the -pher.) 
Articles of equipment. A circus car- 
ries with it all sorts of paraphernalia. 

physicked - phys’-icked. He was 
physicked almost to death. (Note the 
extra k in physicked; also in phys- 
icking.) : 

reciprocity - rec-i-proc’-i-ty. (Two 
e’s. Pronounce like res-, not ree-.) 
Mutual giving and receiving. It has 
been said that reciprocity is the only 
true basis of modern trade. 

sacrilegious - sac-ri-le’-gious. (Be 
careful not to transpose the i and 
the e before and after the L The or- 
der in which these letters come can 
be remembered by referring to sac- 
rilege from which sacrilegious is de- 
rived. Having no regard for sacred 
places or things. The holy vessels 
were removed from the church by 
sacrilegious hands. 

vilify - vil’-i-fy. To speak falsely 
against. It is a worse crime to vilify 
one’s neighbor than to steal his 
jewelry. (Another great “catch” word. 
Remember to use only one 1 in vilify.) 

discipline - dis’-ci-pline. (Remem- 
ber to accent the dis.) To train, or 
develop by instruction. Each one can 
so discipline his emotions as to be 
master of every situation. (Note the 
se also in disciplinary and disci- 
plinarian.) 

envelop - en-vel’-op. (No e at the 
end of the verb en-vel’-op. Notice 


where the accent falls. See en’-velope 
below.) To cover. The city was en- 
veloped in a heavy fog. 

envelope - en’-vel-ope. (Note the 
e at the end of the noun en’velope. 
En- preferred to uonvelope.) A cover- 
ing for a letter or small package. 
The man envel’o.ed the letter in an 
en’-velope. 

fascinate - fus’-cin-ate. (se; not 
double s.) To ailure or charm. Can a 
serpent fascinate its prey, as many 
believe ? 

frolicked - frol’-icked. (Note the 
extra k in frolicked, also in frolick- 
ing, but not in frolicsome.) The chil- 
dren of the village frolicked all day 
long. Compare with picnicked, traf- 
ficked, etc. 

glamour - glam’-our. Enchant- 
ment; spell. The moon’s rays seemed 
to cast a glamour over the scene. 
(Note the -mour in glamour. The u 
in most -our words is now being 
dropped, but should never be omit- 
ted from glamour. Omit the u, how- 
ever, from glamorous, and glam- 
orously. Compare with amour and 
amorous.) 

gossiped - gos’-siped. (Double s, 
but only one p.) Certain women met 
together, and gossiped the whole day 
long. Unless the accent falls on the 
last syllable, do not double the con- 
sonant. 

idiosyncrasy - _ id-i-o-syn’-cra-sy. 
(-sy, uot -cy.) Eccentricity, peculiar 
characteristic. Each one of us has 
his own particular idiosyncrasy. 
(Compare with ecstasy.) 

inseparable - in-sep’-ar-a-ble. (-ar, 
not -cr.) Incapable of being disjoined. 
The college chums seemed to be al- 
most inseparable. (The same “catch” 
as in separate.) 

laboratory - lab’-o-ra-to-ry. A place 
devoted to experimental study in 
natural science. The chemical labo- 
ratory was well equipped. (Notice 
the “labor” in laboratory. Five syl- 
lables. Never labra-. In Labra-dor 
it’s different!) 


Often Mispronounced 


accuracy - ac’-cu-ra-cy. No “cur” in accuracy. Suy akew not akker. 
congratulate - con-grat’-u-late. Don’t chew when pronouncing con-grat’- 


u-late. 


diggings - dig’gings. Sound the last g distinctly. Don’t say diggin’s. 
ing. ‘Sound your -ings. Do not say bein’, comin’, doin’, goin’, etc. On the 
other hand, do not say ring-ge for ring, nor yet nothink for nothing. 


pumpkin - pump’-kin. 
punkin. 


Don’t overloox the p in pumpkin. Never say 


ribald - rib’-ald. No rye in this word. Put a rib in ribald. 
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THE LETTER CLINIC 


How do you feel about your reader, 
as you write a letter? Does he seem 
intelligent or stupid, friendly or cold, 
fair or unfair? 

You will get better results from 
your letters if you approve the 
reader! Look for, find, and deal with 
the good in people, the part we can 
approve. A great public utility calls 
it using the “pride-approval factor.” 

Early in my experience, a young 
client, p Harvard graduate, said, “I 
have written a letter to a former 
customer who used to buy $100,000 
worth of goods of us a year. Could 
you suggest anything that might help 
the letter get back this customer’s 
trade?” 

He then described the customer as 
a poker-faced, unresponsive person. 

His letter was almost 100 per cent 
technical material, without a single 
friendly word of invitation and un- 
derstanding. He said it probably 
would fail. It was obviously written 
to a poker face. 


Unintentional Condemnation 

What mental quality was he ex- 
pressing? A form of unintentional 
condemnation. He, however, willingly 
agreed to try approval, to Icok for 
good qualities in the former customer. 
These, he found, included honesty, ef- 
ficiency, helpfulness, and the like. 

He then spontaneously changed the 
whole “flavor” of his letter by add- 
ing a few sentences of friendliness, 
understanding, and commendation. 
Within a week the former customer 
was buying again and five years 
later was still a good customer. That 
letter probably cost $50 because of 
all the time that went into the prep- 


By Aline E. Hower 


Approve Your Reader 


aration of the technical data in it. 
Adding approval, the factor that the 
author believed brought results, cost 
very little. 

Shortly after this incident I began 
to observe that when there was a 
bad breakdown in customer relation- 
ship, approval was lacking on the 
part of both the complaining custo- 
mer and the correspondent. 

I also noticed one case after an- 
other where approval in letters 
brought the most amazing results. 
Then these single instances were mul- 
tipled by the hundreds. Reports came 
in from progressive companies all 
over the United States of the ef- 
fectiveness of approval. 

Here is a letter which illustrates 
its use, and which produced 90 per 
cent results in the year following the 
time the firm started using it: 

“More than ordinary attention has 
been given your letter of the 3d re- 
garding cash discount terms. We 
wish sincerely that we could comply. 

The truth is that we have been 
receiving a number of requests for 
special terms recently, which vary 
so much it is practically impossible to 
arrange them and maintain any- 
thing like uniformity in the account- 
ing for remittances. 

The terms of % of 1% discount 
for cash in 10 days, 30 days net, 
obtain in general throughout the in- 
dustry. 

In view of the terms we have 
so uniformly made, we would be a 
little embarrassed and hesitant to 
discuss an exception for two reasons 
—first, this might be construed by 
other customers as unfair to them, 
and second, if we did make an ex- 


LAIRDISMS FOR SALESMEN 


ception, you, whose confidence we 
certainly want to keep, might wonder 
a little whether someone else, using 
pressure, might get still better terms. 

We are confident that you will 
understand and cooperate. May we 
take this opportunity to thank you 
for the splendid way you have al- 
ways done this and assure you of 
our own eagerness to reciprocate in 
any way possible.” 


Approval From the Heart 


Is approval flattery? No! Flattery 
is from the tongue only. Approval 
is from the heart. 

Approval is as important in deal- 
ing with others within the organiza- 
tion as with customers, sometimes 
even more so. “Your judgment on 
this account is good, Bill, and I shall 
appreciate your setting me straight,” 
goes further in obtaining a sales- 
man’s cooperation than putting it, 
“You failed to answer my letter 
about the Smith Store.” 

We properly judge anything by its 
results. We may also ask, have the 
best letter writers used it? 

Lincoln, considered the finest 
American letter writer, used approval 
generously. 

Paul of Tarsus, the greatest letter 
writer in all history, in his beautiful 
letter to the Corinthians, said: “And 
now abideth faith, hope, charity, 
these three; but the greatest of these 
is charity.” (1 Cor. 13:13.) And to 
the Philippians, (Phil 4:8) he wrote: 
“If there be any virtue, and if there 
be any praise, think on these things.” 

If every letter that leaves your 
desk from now on expresses approval, 
you will get better results! Try it! 


Always remember you don’t sell merchandise—you sell people. 
The big home front casualty is loss of the human touch in selling. 
Let them sell themselves—ask what they like best about it. 

Do you have a disposition that would make you want to come back 
and buy from yourself? 
Confidence is a great influencer—act, talk, walk, dress confidently. 
Look at the customer, talk to him, not to the order book or merchandise. 
Friendliness is the salesman’s greatest asset. 


From a talk at the Salesman-Refresher Clinic of the Milwaukee Association 
of Commerce, by Dr. Donald A. Laird, author of “What Makes People Buy.” 
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BOOK REVIEW 


By DorotHy HENDERSON AND 
Davip SKEER 


CAME A CAVALIER 


By Frances Parkinson Keyes 
(author of The River Road) N. Y. 
Julian Messner, Inc., 608 pp. $3.00 
Our country’s past is in Europe. 

America’s settlement and growth, 
its destiny, have been earned by emi- 
grants from Europe. Recognizing the 
links that bind this country to that 
continent, Frances Parkinson Keyes 
has written a swiftly moving, enter- 
taining novel about an international 
marriage. 

The world of Constance Galt was 
America—strong and sturdy New 
England. Duncan Craig was of that 
world, the kind of a man women 
find it difficult to refuse. But a 
Frenchman, a nobleman, was her 
choice. 

Tristan de Fremond, a scion of 
French aristocrats, took his bride, 
Constance, to his chateau in Nor- 
mandy where she became the mis- 
tress of a medieval castle. Their 
story covers the years from the end 
of World War I to now. 

The author is one of the most 
popular of American novelists. Again, 
those who are her readers. will be 
charmed and delighted with a book 
which should have instant popularity. 


LET’S LEND A HAND 
(continued from page 2) 

It’s not only sound organizational 
strategy—the smug self-satisfaction 
involved is the world’s best cure for 
insomnia. 

Our Association fills a long-felt 
need—through it we are achieving 
the professional recognition we have 
needed and deserved. We cannot con- 
tinue to feel that we deserve profes- 
sional recognition if we descend to 
artificial dignity, if we overlook our 
opportunities to offer a helping hand 
to those who look up to us as a pro- 
fessional association, if we forget 
that someone gave US a hand to 
help us up, if we conduct ourselves 
with less than professional integrity. 
LET’S JUSTIFY OUR EXISTENCE! 


All things may come to those who 
wait, but it takes a lifetime to find 
it out! 


THE SECRETARY 


MISTAKES 


When a Plumber makes a mistake, 
he charges twice for it. 

When a Lawyer makes a mistake, he 
has a chance to try the case again. 

When a Carpenter makes a mistake, 
it is just what he expected. 

When a Judge makes a mistake, it 
becomes the law of the land. 

When a Preacher makes a mistake, 
nobody knows the difference. 

When a Doctor makes a mistake, he 
buries it. 

But when a Secretary makes a mis- 
take,—GOOD NIGHT! 





LONG SKIRTS 
(continued from page 6) 
pointed to the inconvenience of the 
longer lengths. Many of these wage 
earners commute by street car and 
bus. They vision themselves mount- 
ing the platform wrestling with add- 
ed yardage, frantically rescuing their 
precious skirts from the quickly- 
closed doors of the public convey- 
ances. They see also added cleaning 
and repair expense to the swirling 
frock which gently mopped the steps 
as they dashed off the streetcar, or 
the long slim skirt which resisted 

the high step onto the car. 

One secretary complained of the 
long skirts because of the small of- 
fice in which she works. She must 
frequently pass by waiting clients, 
and pictures herself weaving in and 
out, her skirt “caressing” their legs. 

Numerous complaints were regis- 
tered by secretaries who do not 
wish to have their skirts tangled in 
the rollers of their chairs as they 
sit at their desks; nor do they care 
for the embarrassment of redeeming 
an ample portion of a skirt from a 
file drawer hurriedly closed. 

Secretaries today realize the im- 
portance of good grooming during 
their working hours, but they know 
too that the comfort of the clothes 
they wear on the job can either 
make or break efficiency. 

A petite southern secretary tops 
the list in the third argument against 
the long frocks with her statement 
that: “We are American women who 
dress to please American men. Do 
we care what foreign designers 
want? Must we be led by other 
countries? I have yet to hear a 
complimentary remark from any 
man regarding the longer skirts. 
Let’s continue to please our men, 
girls!” 


Cc. P. S. STANDARDS 
(continued from page 3) 


However, such knowledge must be 
obtained after going on the job. C. 
P. S. examinations should not be con- 
cerned with technical information 
other than that which any secretary 
should have in any field of employ- 
ment. 

Another question relates to the 
weights to be assigned to each part 
of the examination and to the sec- 
tions in each part. On a 100 per cent 
basis, should Part I count for 30 
per cent, something more or some- 
thing less? Should Part II weigh as 
heavily as Part I? Obviously, weights 
should be assigned in accordance with 
the relative importance of the parts. 
In arriving at final conclusions, it 
would be desirable not only to have 
the views of successful secretaries on 
the determination of weights, but also 
to canvass the opinions of employers. 

As I see the situation, it is un- 
necessary to include mental ability 
tests, clerical aptitude tests, or per- 
sonality inventories. The C. P. S. ex- 
aminations should be designed to test 
proficiency or achievement rather 
than potentiality, aptitude, or tem- 
perament. 

I would like to suggest that the 
certification program be geared to 
the work of a secretary who is using 
her technical training from day to 
day. It should not be designed for 
persons called secretaries who ac- 
tually are administrative personnel 
and as such have little or no use for 
the basic skills. These individuals 
have progressed to a point where 
certification would possess only limit- 


ed value for them. 


Finally, I believe no certificates 
should be issued to secretaries on the 
basis of their experience alone. Ex- 
perience, by itself, does not consti- 
tute a standard since its quality var- 
ies from job to job. One primary 
object of the C. P. S. is to give em- 
ployers complete assurance that in- 
dividuals possessing the certificate 
have superior capacity. Consequently, 
everyone who is certified should meet 
the eligibility and examination stand- 
ards. 


Membership opinion on all the 
problems involved is highly desirable 
at this stage of the planning. This is 
your program. 
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This Is 
What Every 
Secretary Needs 


The Sensational 





NEW SPeed Eraser 
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For the first time in typewriter history the typist 
now has an efficient instrument for erasing purposes. 
The old-fashioned rubber erasers, no matter what 
the style, were cumbersome, awkward and messy. 
NOW comes the SpeedEraser, a simple, practical 
instrument that fits the hand like a pencil, and 
makes clean erasures in a jiffy. Placed in the type 
guide of the machine, a gentle pushing movement 
spins the rubber head to cleanly and quickly delete 
the error. No need, indeed, to roll up the paper 
to scrub the carbon copies in the old-fashioned 
way, because SpeedEraser does not smudge the car- 
bon copies. SpeedEraser is a precision instrument 
built for a lifetime of use. It is priced at $6.95. 
If your dealer does not have it, send to us. 


THE BLUE ROBIN CORPORATION 
200 West 34th Street New York 1, N.Y. 











ANNOUNCEMENTS TO MEMBERSHIP 

REGIONAL MEETINGS held since our. last 
publication: 

Wichita, Kansas, October 1-2, 1947; 

Omaha, Nebraska, October 18-19, 1947; 

Detroit, Michigan, October 18-19, 1947; 

Oklahoma City, Oklahoma, October 25-26, 1947; 

Kansas City, Missouri, November 1-2, 1947; 

Colorado Springs, Colorado, November 1-2, 1947; 

Chicago, Illinois, November 8-9, 1947; 

Cincinnati, Ohio, November 22-23, 1947; 

Washington, D. C., November 22-23, 1947. 

We are indeed pleased to announce the date of 
our 1948 National Convention: Los Angeles, Cali- 
fornia, June 24 to 28, 1948, with Headquarters at 
the BILTMORE HOTEL. 

Beginning with the January issue of The Secre- 
tary our feature will be an article on the IDEAL 
SECRETARY of the month. She need not neces- 
sarily be a member of NSA. If you have a secre- 
tary in your locality who has had an outstanding 
career, please send all factual data and information 
pertaining to this person, together with her picture, 
to National Headquarters. 

ARTICLE VII, Section 2, of the National By- 
Laws, provides that “any member who shall not 
pay annual national dues within 60 days after such 
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100% Rag Paper in to Match Sheets 
Luscious Bon Bon Colors NSA Crest in Gold 
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60 Sheets 30 Envelopes 
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are due shall be subject to suspension. * * * *.” 
RENEW your membership immediately to avoid 
being placed on the inactive list. 





THINGS WE GIRLS SHOULD DO SOMETHING ABouT / 
HARASSED LADY BOSSES 
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Look, angel, all the big bosses and all the employees around here 


UNDERSTAND what a tough job you’ve got trying to please both 
sides! So just take a deep breath and RELAX once in awhile! 


Coffee ? 
THE SECRETARY 
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NSA VACATION RESORTS 


At these renowned resorts attractive dis- 
counts of 10% to 25% have been arranged 
for all secretaries wearing the NSA em- 
blem or presenting an NSA membership 


card. 

MARSHDALE LODGE 
Evergreen, Colorado 
VILLA D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 

Bella_Vista, Arkansas | 
HOTEL DE LAS AMERICAS | 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Colorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA — 
Warren, Arizon 
P B LAZY DUDE RANCH 
Beehive, Montan 
DENTON’S MOUNTAIN INN 
Soquel, Califurnia 
SAGAMORE LODGE 
Sagamore Sen? nate 














La Luz, New Mexico 
HOTEL DEL CAMINO 
ia ta California 

OTEL VICT — A 
Taxco, Mex 
MC CARTHY ‘GUEST ° RANCH 
Victorville, California 
F K BAR GUEST RANCH 
Kickenburg, Arizona 
LAGONITA LODGE 
Big Bear Lake, California 
LUCKY G J RANCH 
Gypsum, Colorado 
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NOW! G//icial NSA Book Matches! 


xp WIN LOCAL RECOGNITION 
and PRESTIGE 
for YOUR CHAPTER! 


ANT to help YOUR CHAPTER to win still greater 

recognition and prestige . . . right in your own com- 
munity? Then check this new NSA idea . . . it’s simple, friend- 
ly, and sincere . . . and it always succeeds. 


At every meeting let each member buy cartons of these 
impressive imprinted NSA book matches. Then, by distribut- 
ing them throughout the offices in which she is employed, 
each member can have the pleasure of participating in an 
important chapter public relatious activity. 


Every year, as you know, advertisers spend millions of 
dollars for book matches . . . consider them “tops” as sales- 
stimulators. Now, at very small cost, these book matches can 
flash your NSA message before thousands of your town’s top 
executives . . . the very men whose esteem and goodwill are 
so important to you and your chapter. 


But that’s not all. These book matches help you to attract 
new members. Each book, having twenty “lights”, repeats the 
NSA message twenty times . .. makes many persons know 
about your chapter, know where it is and what it does. Arouse 
interest now, start folks talking NSA—start these book 
matches working for you! 


ACT NOW! —Our supplier has so many orders for 
advertising matches that he can’t promise better than 45- 
day delivery. So it’s best to order your supply promptly... 
in fact, RIGHT NOW! The cost is low. . . the results amazing 
—so don’t delay! 


@ Sell your chapter’s NSA matches to members for distribution at 
their offices 

@ Sell your matches by the case to office building cigar stands. They 
need matches to give with tobacco purchases. Will gladly pay about 


$5.00 a case for yours ... and then they’ll pass the NSA word 
around by putting your NSA matches into the hands of thousands of 


smokers. 

@ See that local executives, personnel managers, office managers, are 
always liberally supplied with your NSA matches. Keep your ad- 
vertising matches on their desk, and in their hands and pockets... 
it will pay you well. 

@ Keep your NSA matches near every ashtray at your club rooms... 
in “help yourself” bowls, too. 

@ Distribute NSA matches freely, at Boss Night dinners, Guest Night 
dinners, and similar occasions. Remember, the more you distribute— 
either free or at cost—the greater your results! 
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Distinetively Different 


NSA matches are printed on super-deluxe 
ruby-red stock, with the NSA message and 


your chapter name (or your own name) in 
gold. Even the ‘‘texture’’ is different—at- 
tracts more attention to your message on the 
front cover. And the cost is low. . 


A Carton of 50 Books 
Minimum order - 2500 books .. . $14.50 





Fill Out This Coupon - Mail Today! 


National Secretaries Association 

1005 Grand Avenue 

Kansas City, Missouri 

Please send Uus................ cases of NSA 
Super-Deluxe Book Matches at $14.50 
a case of 2500 books. We enclose check 
for $ 





Four cases or more, same imprint, 
freight paid. 1, 2 or 3 cases, f.o.b. 
niversal Match Corporation, 

St. Louis, Mo. 


IMPRINT OUR MATCHES AS FOLLOWS: 
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